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When reconciling leave balances, this process will enable 
you to print a report that includes Absences keyed in 
AASIS; Attendances keyed in AASIS, and provides you 
with the leave balances for this person. 
 
Enter Personnel Number, Click All, and Click Time 
Management Pool. 
 
Employees who have transferred out may no longer be 
accessible to DFA once picked up by the new agency.  
Call DFA HR for assistance. 
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PT 50 QUOTA OVERVIEW

Click Time Documents

 
 
 
When you click on Time Documents you will see the 
Period box where you will be able to enter a date range 
according to your specifications. 
 
The dates in the Period box should always be the 
beginning of a month and the end of a month respectively. 
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This is an example of what you will see and the format 
used. 
 
Absences are listed first. 
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Attendances are listed next. 
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Earned Hours and Used Hours are listed last. 


